
Receptionist 
 

The Immigrant Law Center of Minnesota 

 

 

Organization Summary: The mission of the Immigrant Law Center of Minnesota is to 

enhance opportunities for immigrants and refugees through legal representation for low-

income individuals, and through education and advocacy with diverse communities. Our 

goals are to: 

 Remedy legal problems by providing quality immigration legal services to low-income 

immigrants and refugees of all nationalities; and 

 Prevent legal problems by providing law-related education to immigrants and refugees 

of all nationalities; 

 Raise public awareness of immigration issues to encourage sound public policy that 

protects the universal human rights of immigrants and is both compassionate and 

practical. 

 

 

Location: Saint Paul     Closing Date: Open until filled 

 

Salary: DOE           Job Type: Full Time   

 

 

Primary Duties:   

The Receptionist is the initial contact person for clients, staff, and all visitors to the 

Immigrant Law Center of Minnesota. This position is responsible for providing 

professional, courteous, and effective service in addition to other general office functions. 

Responsibilities will include: 

  

 Administrative 

1. Answer all incoming calls during scheduled office hours and handle caller’s 

inquiries whenever possible or redirect calls as appropriate. 

2. Greet, assist, and/or direct visitors. 

3. Receive cash and provide receipts. 

4. Receive, direct, and relay telephone messages and faxes.  

5. Process incoming mail, date stamping, and distributing all general 

correspondence.  

6. Maintain a welcoming and organized reception area, including stocking of 

informational materials. 

7. Coordinate room reservations for staff, interns, and volunteer attorneys. 

8. Participate in monthly staff meetings and training and development 

opportunities. 

9. Provide other staff support as needed. 

  

 



Experience: 

 

Education/Experience: 

 High school diploma or equivalent.   

 Previous experience in professional administrative support or customer service.  

 Fluent in both Spanish and English. 

 

Knowledge, Skills and Abilities: 

 Excellent oral, listening, and written communication skills. 

 High level of attention to detail. 

 Demonstrated interest in serving the low-income immigrant and refugee community 

and experience working with persons of diverse economic, cultural, and ethnic 

backgrounds.  

 Ability to work constructively with others, possess good judgment, learn quickly, and 

work well independently and under pressure, as well as in collaboration with other 

staff and with other organizations.  

 Working knowledge of Microsoft Office programs, including Word and Excel.  

Database experience a plus. 

 

 

Additional Info: 

For further information on the Immigrant Law Center of Minnesota, please visit 

www.ilcm.org. 

 

How to Apply: 

If interested, please forward cover letter and resume to oficinalegal@ilcm.org or mail to 

ILCM Receptionist, 450 North Syndicate Street., Suite 200, Saint Paul, Minnesota 55104.  

 

 

http://www.ilcm.org/
mailto:oficinalegal@ilcm.org

